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Partner Portal — Landlord User Guide

https://lanshc-landlordportal.partnerinhousing.com

Step 1

1. Create Account and Login to Partner Portal
a. Open up a browser screen and go to the URL (internet address) where the
Partner Portal is hosted to create an account, login and start using the
partner portal. You will need your TIN or SSN used to do business with LHC
in order to create an account.
b. From the main login page, click the ‘Create an Account’ link.
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LOG IN MESSAGES
Logn Important Notice

Welcome to the Lansing Housing Commission

User Name: landlord portall Effective 9/1/16 direct deposit

statements will no long be mailed. Please see the
link below on how te create an account. Should you

Password:

| Legin | have any questions please email us at
. Create an Account landlordportal@lanshc.org.
Forgot your password? Thank yOU!

©2018 LANSING HOUSING COMMISSION

c. This will take you to the create account page:
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Partner-ortal

Available Housing

User Mame |Emphasys_LandIord *

Password Illlllllll *

Caonfirm Password |uuu|-u *

Email Iemphasys—soﬂwared.eom *

Business Name |Emphasys :
Contact First Name |Empha :

Contact Middle Name |

Contact Last Name |Sy5 :
Street |‘101 Main :
Suite {100

City |F’etuskey *
State M -

ZIP 49770-1001 :
Phone (231) 347-8787 *
Extension

[12-1234567 :
Please enter in the format of 300-10(-1000¢ OF X4-1000000¢

Tax D

HLQKW Type the code from the image —

Only Housing Choice Voucher (Section 8) landlords already registered with the Housing Agency will be able to register as full
users. Others will only have Guest rights.

. Create Account Cancel
-

Daone l_l_l_l_l_l_ﬁ Internet Y3~ [ ®miow - g

d. Fillin the information for a new login and click the “Create Account” button.
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Partner-o

Available Housing

User Mame |Emphasys_LandIord -

Password | *

Confirm Fassword | -

Ermnail Isupport@emphasys—s oftw *

Business Name |Emphasy5 -

Contact First Name IEmnha +

Contact Middle Name % a

Contact Last Name Your account has successfully been created

Street and you will receive an email confirmation
shortly, You will not be ablete log inte

Suite Partner Portal unFiI your account has be_en

ié approved. You will receive another email

City ~—  onceyour account has been approved and
you will then be able to log into Partner

State Portal.

ZIP | 0K |

Phone TSI 5% 7T-G1G7T

oD [12-1234567 g

Please entar in the format of :00-10(-1000¢ OF XX-1000000¢
304 H:

Type the code from the image (-

Only Housing Choice Voucher (Section 8) landlords already registered with the Housing Agency will be able to register as full
users. Others will only have Guest rights.

Create Account Cancel

-
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e. This message tells you that your account has been created, and you will
receive a couple email messages. One telling you of your account info, the
other informing you the account has been approved. Once your account is
approved, you may go back to the same screen, login, and start using
Partner Portal.

f. If the Housing Authority does not require internal account approval, you
would see a slightly different message and be able to start using Partner
Portal right away (after the first email confirmation).




Step 2

2. View your Families

a. Once you login with the account you’ve created, you are presented with a
list of your housed families:

{7 1y Famibies - Wanwowes [idesroct Exglorer

Go' IF_ it wverrs v, i P s Pt sl L i AT vy P il i 3 gj"r x W
G L& few Fgorte Dok ek

- B - Senovotn s [wester it - @t - mece - i
W Fivorins | 15 @ Sogomted Stk = | Weh Bin ooy =

8y Formbes | | R-B-Cm

g | Changs Password | Log Ous

| My Familles

M Famites

by iniy

by P vty

My Profilg

Holds & Abgiernants = | el

Ranoy % | dwila my 1 bain 1600 L0 TS 8L

o A | s I 100 F55 strent 3600 3L s nan

- ANnaunceEmants a4 | m Kothering | 160 Main 45700 DEDLA0 061508 057320

-Formg

-Aguests 0 | Scon Mot o 11600 L0 L 08110

biiieng Wiy Mgt G Yeusy  Muleolm | 200 Unien Sest 35000 0S/0L/10 L 083110
| Young  Angus | 600 Main 550000 o710 oTmans 063010
K <[> ? Papesmein - B items in1 page

Hoims | Emac: Saemini | Cisclamer | Wing Dur 562 | A2 Us | Ehone Decior: | Condadl Vs T
& 2009 ATown PHA, A0 rights reservsd. LT 1110

b. You may click on the magnifying glass " icon to see more detail about the
family, including members, etc.




Step 3

3. View Your Units
a. Click on the ‘My Units’ link in the left hand margin menu to view a list of
your units:
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b. If you have rights to edit units, you may click the paper and pencil icon
to edit the unit information, including the availability date.




Step 4

4. View your payments

a. You may click the ‘My Payments’ link in the left hand margin menu to search

for and view a listing of your payments by date, check number, unit address,
etc:

I vty Papiments - Windows Inbemet Euplores
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g | Changs Password | Log Ol

| My Payments

i ChckDD & Ga ] et [+ -
A0 S Moaianaces Check Dale 5292000 T e laane & G |

Bepods

Comraneiiong 'ﬂ@ E_@

AnnounCemants

Chisck/DO & 20919 Check Date: 11,00,/09; Total Amount: $827.00
Chisck/ DD & B0r208: Check Date: V0109 Total Amount: $1.403.00
Checly DD & 20008 Check Date: 081900 Total Amount: 398700
Checd/DD #: 34356 Chack Date: 08,00,00; Total Amount: $087.00

Cher/D0 #: 34554 Check Date: 07/00/0%; Total Amount: £887.00
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b. Also, if you click the ‘>’ (arrow) to the left of each check, you can drill down
to the detailed line items that make up the total.




Step 5

5. View Holds and Abatements
a. You may click the ‘Holds and Abatements’ link in the left hand margin menu

to view payment holds and abatements by unit, type or status:
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b. You’'ll notice at the top of this grid, and every grid in partner portal, you
have the ability to export to PDF, Excel, Word, or CSV.

Payment Holds & Abatements

Payment Holds & Abatements

Unit |4 - | Type [Al =

Status | All

Ay Avila | 1 in | 101!09 | | Open | Abaternent | Failed HQS Inspection |

Angus Young ‘ 600 Main |08fﬂ4f99 | | Open | Abaternent | Failed HQS Inspection |

K () | Pages'rze:|lﬂ "|

2 itemsin 1 pages
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Step 6

6. Communication
a. There are three types of communication available for the landlord
i. Announcements
ii. Forms
iii. Requests
b. Here is a view of the screen where forms published by the HA may be
available for download (example is a HQS Self Inspection form):
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Partner Portal
Available Housing | Change Password | Log Out
HCV Landlord

My Families

My Units E s} m E
My Payments .
My Prafile ‘ Description ‘ Download Form

Holds & Abatements Q Haousing Quality Standards Self Inspection List (test by rjimera) 2
Reports . . -
Communications K < > A Pagesizer[10 ¥ 1litemsinl pages
-Announcements
-Forms

- Requests

Online Video Help

Home | Privacy Statement | Disclaimer | Using Sur Site | About Us | Phone Directory | Contact Us i
©2009 AnyTown PHA. Al rights reserved. AT PHA
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¢. Announcements are available if the HA has published any for viewing by the
landlord.

d. Requests (if enabled by the HA) can be created by the landlord for the
housing authority by clicking on the requests link.
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e Q| 11/12/2000 9:30:37 AM TaxID Active 54
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e. If you click the new button 5 it takes you to the new request screen,
where you can send specific requests to the PHA
f. Select the type of request you wish to make:

Partner-ortal

Available Housing | Change Password | Log Out

HCV Landlord Send Request
My Families Send Request
My Units
My Payments Request Type| Please Select
Please Select
My Profile P -
Business Name
Holds & Abatements Send Reque Personal Information
Reports Rent
Communications Reschedule Inspection
- Announcements Tax ID
- Forms
- Requests
g. (this example is for Tax ID):
—lolx
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Partner Portal

Available Housing | Change Password | Log Out
HCV Landlord Send Request

Iy Families Send Request

My Units

My Payments Request Type Tax ID -

My Profile

Holds & Abatements Tax ‘D :

Reporis Mote:

Communications ;I
-Announcements
-Forms
-Requests

Online Video Help =l

Send Request Cancel

Home | Privacy Statement | Disclaimer | Using Qur Site | About Us | Phone Directory | Contact Us o
© 2009 AnyTown PHA. All rights reseved. AT P4,
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h. Once you have completed entering your request, all your requests will be
displayed in the screen and you will be able to view the status of your

requests.

Available Housing | Change Password | Log Out

My Requests

==
My Units _M B m E

Partner Portal

My Payments =
My Profile El | Request Date | Request Type | Request Status | Days Since Requested
Holds & Abatements Q 4/18/2011 4:31:19 PM Rent Active 59
FEEIE O 4/18/2011 4:29:37 PM Business Name Active 59
Communications -
=% 2/25/2011 10:19:10 AM Rent Active 112

- Announcements .

- Forms o4 11/3/2010 10:33:14 AM Rent Active 226

- Requests Q 11/3/2010 10:31:31 AM Business Name Active 226

i. After the housing authority has approved or denied your request, the status
will change from “active” to “approved” or “denied”.
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